UNITE LAY MEMBER EXPENSE FORM - REGIONAL
IMPORTANT:  SEE OVERLEAF FOR INSTRUCTIONS AND GUIDANCE

	Your Name:
	
	
	Membership No:
	
	

	Home Address:
	Post Code:

	
	

	(Has address changed since last expenses claim Yes / No )
	YES
	NO

	CONFIRM OR UPDATE YOUR BANK DETAILS

	Bank Name:
	Account No: 
	
	
	
	
	
	
	
	

	Account Name:
	Sort Code:
	
	
	
	
	
	
	
	

	
	
	
	
	

	Title of Meeting:          
	Venue:
	

	Dates of Meeting 
	From:
	
	To:
	

	Date & Time Leaving Home:
	
	                Date & Time Returning Home:
	
	

	
	
	
	
	

	Travel Costs
	Total Amount

	By Car
	From Postcode
	To Postcode
	No. miles
	@ 45/25p mile      + 5p pm per additional passenger (See over)
	

	By Rail (2nd class fare) – Receipted (If warrant used, specify warrant number)
	

	By Air (only if authorised in advance) - Receipted
	

	Taxi (only if essential) – Receipted 
	

	Other Travel (Bus / Tube / Parking / Tolls) – Receipted 
	

	Non-Receipted Travel (Please list separately overleaf)
	

	
	
	
	
	

	Daily Allowances
	No.
	Total Amount

	*Note* -- The allowances below can only be claimed if in line with Unite’s Lay Members Expense Policy

	5 Hour
	£5.00
	
	

	Special Regional 5 Hour allowance 
	£5.00
	
	

	10 Hour 
	£10.00
	
	

	15 Hour 
	£25.00
	
	

	Evening Meal  (return home after 20.00 and no meal provided by Unite)
	£10.00
	
	

	Incidental Overnight   (UK/RoI/Gibraltar)
	£5.00
	
	

	
	
	
	
	

	Overnight Accommodation
	
	
	No.
	Total Amount

	Bed & Breakfast cost only – Must be receipted 
	
	

	
	
	
	
	

	
	
	

	Loss of Pay Allowance - (See guidance overleaf – not claimable for Education courses)
	
	

	
	
	
	
	

	TOTAL CLAIM
	
	
	
	

	
	
	
	
	

	Signature of Member:
	
	Date:


	Authorised by Event Organiser:

	Name:

	Signature:

	Date:



	Authorised by Regional Administration:
	Name:
	Signature:
	Date:



INSTRUCTIONS

Please complete this form in BLOCK CAPITALS in ink.  For constitutional meetings, please sign and send to the addresses below.  For all other meetings, please ensure that this form is signed (authorised) by the person organising the event you attended, as well as (Central or Regional) Administration and either hand it to them or send it (signed) to the addresses below.

	Non-Receipted Travel

	Date
	Type of Travel
	To
	From
	Fare

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Total
	


Guidance Notes
Mileage

1. Mileage may only be claimed for the distance driven. Where travel is shared using only one car, only the driver may claim.

2. It is important to declare the starting and destination postcodes.

3. 45p per mile may be claimed for the first 10,000 miles per tax year and 25p per mile thereafter. A further 5p per mile is claimable per additional member transported to the meeting. Tax years are from April 6th to April 5th the following year. Members may wish to maintain a cumulative record of mileage claimed per year.


Loss of Pay

To be eligible for loss of pay, members need to meet the following three criteria:

1. Be in employment.

2. Would have worked on the day(s) claimed for.

3. Have not been given paid release by their employer to attend the Union activity.
It is the accepted practice that member’s (with the support, if necessary, of their local union official) will negotiate time off with pay from their employer for Union responsibilities.  If the employer will not co-operate, the appropriate Regional Secretary/National Officer must be approached to attempt to resolve the problem.
In the circumstances where this is unsuccessful, loss of pay will be reimbursed as follows:
The Loss of Pay claim is to be calculated based upon actual net basic pay lost (including shift premium but excluding overtime) plus make-up for lost employer pension contributions.

Losses will only be paid upon the production by the member of evidence documenting the loss – e.g., payslip, confirmation from employer, etc.  In order to avoid delay in payment, members intending to claim loss of pay should speak to Regional/National Administration in advance so that they clearly understand how the loss will be calculated and what evidence they will be required to produce.

For the avoidance of doubt, at the insistence of HMRC, the former regime where members could claim up to £55.80 per day without producing evidence of loss is rescinded.
Self-employed members are not eligible for Loss of Pay but can claim their gross loss via invoice. Members should consult with Regional/National administrators in advance to be fully advised as to the procedure to be followed.

WRONG CLAIMS

Any member whose claim(s) are subsequently proven to be wrong must re-pay the Union any amounts overpaid and shall, where the claim(s) are found to be fraudulent (a proper investigation having been conducted), the member shall, as appropriate, be subject to disciplinary procedures of the Union.  The Union shall likewise pay the member any amounts underpaid.
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Where to send your form: All members for non-National meetings & conferences - to appropriate Regional Office.








Please explain complicated car journeys; multiple stops, diversions, road-works, completed routes or any reason why your journey is not from point A to point B and return.       List the name and membership number for any passenger transported in member’s vehicle.
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